
TOWN OF NAICAM 
Position: Community Museum Technician 
Hours of Work: approx. 40/week 
Type: Summer/Seasonal, Full Time – GRANT PENDING 
Rate of Pay: As per approved Human Resources Policy (as of March 2020 Starting Wage is $13-$15/hr) 

Community Museum Technician: Scope of Work 
Overall care and programming of the Naicam Museum & Gallery including spring and fall cleaning, general 
housekeeping, museum and park grounds-keeping, educational/cultural activities with a focus on seniors 
and children’s programming, making reports, maintaining, cataloging and storing of artifacts/archives, 
create and update social media pages, engage the community and tourism visitors, other duties as 
assigned.  
 
This position is pending that the Town is successful in their application for a Federal Canada Summer Jobs 
or Community Infrastructure Fund (CIF) Provincial grant.  

General Duties 
In addition to and in clarification of the above scope of work, a number of general duties will be required. 
The Technician will be expected to communicate and coordinate with our community groups in planning, 
implementing and following up on programs and activities.  The technician’s focus of programming and 
activities will mainly be for seniors and youth and could include such activities as day camps. The 
technician will have the support of other departments of the Town including Public Works and 
Administration. 

The technician will also need to learn about local and regional amenities and provide information to 
tourists as a visitors’ centre. They may be required to maintain a small cash float for the sale of 
promotional and marketing items including performing cash out and deposit and balancing.  

At the end of the season they will need to perform a fall cleanup, storing of items, season-end report, and 
to-do list for starting off the season in the following year. 

The Technician will answer directly to the CAO but will have day to day grounds keeping activities 
supervised by the Facilities Manager, and the Museum organising and planning activities will be 
supported by a committee of volunteers.  

Client Service & Teamwork: The employee will be required to communicate with individuals and groups 
that require information or wish to schedule or book tours. They will need to greet patrons, provide some 
guided tours, and make the client's experience interesting and trouble free. The employee will need to 
build relationships with various leaders in the community including of various organizations and boards. 
They will take a leadership role when implementing projects, activities and programs directing volunteers 
and delegating tasks. They will need to demonstrate initiative in creating and sticking to timelines and 
asking for help from the team when needed. 

Long term planning: Naicam's centennial is being celebrated in July of 2021 and the technician will work 
alongside experienced and knowledgeable committee members to plan displays, programming and 
activities well in advance because you often have to make requests a year ahead for certain 
supplies/materials/showcases, etc.  

Other duties: The Town also owns other recreational and cultural facilities including a golf course, 
campgrounds, sports grounds and other parks within the community and offers multiple community 
events throughout the year. Where time allows the technician will support these areas as well as perform 
other duties as may be delegated by the CAO. 



Requirements and Qualifications 
Preference is given to post-secondary students enrolled in a continuing course of study at a post 
secondary institution who list their school attended and school returning with their application, but 
anyone age 15-30 may apply.  References are required. Valid Driver's license is required. The successful 
candidate will be required to submit a driver’s abstract and criminal record check before their first day of 
work. 
 
Resume with references required to apply. Include previous job experience. A valid driver’s license 
required. Drivers abstract and criminal record check required before first day of work. If you are a 
student, list school/program returning to in 2020/2021 on your application. 
 
Knowledge and Skills 
This position requires strong communications, public relations and public speaking skills, ability to both 
work on one's own and as part of a team, ability to work with people of all ages, willingness to adhere to 
health and safety standards, and strong literacy and capability both for print projects as well as use of 
computers and social media. This position also requires a strong work ethic and organisational skills.  
 
Physical Demands and Work Environment 
Physical fitness and agility is important as there are a good number of stairs (the facility is only partially 
accessible) and plenty of outdoor work including mowing, whipper snipping, maintaining flower beds, etc.  
The employee is frequently required to perform activities that require fine motor skills is occasionally 
required to climb, do repetitive motion, drive, kneel, reach, squat, and stand or sit for extended periods. 
The employee may be occasionally exposed to variable weather conditions. There is a general dress code 
in place and the employee will be required to abide by all policies and regulations of the workplace.  

Hours of Work 
This position is largely a community service position and hours will be 40 hours per week and will include 
some evenings and weekends based on the programming and activities scheduled. The Museum would 
be expected to be open at various hours Tuesday through Sunday (closed Mondays) weekly as most 
Tourism activities take place over the weekends. Schedule can be adjusted somewhat based on 
availability.  Overtime and banking of overtime may be authorized by the CAO under certain 
circumstances. 

This description lists the general details considered necessary to describe the principle functions of the position and is not 
intended to be a detailed description of all the work assignments that may be required.  It is recognized that the requirements 
may change over time as ongoing performance of this position is influenced by the ever - changing nature of community service.  
The incumbent is expected to perform other job-related activities that may be required. 


